
 
BACKGROUND 

Moving expenses reimbursed by employers must be designated as Qualified or Non-Qualified 
as defined by the Internal Revenue Service: 

Qualified expenses include only the costs of moving household goods and personal effects 
from the old to the new residence and costs associated with travel (including lodging but not 
meals) from the old to the new residence. While not included in taxable gross income, qualified 
reimbursements must be reported on federal Form W-2 at the end of the calendar year for 
information purposes. Moving expenses paid directly to a third party (such as a moving 
company) are not reported on the employee’s Form W-2.  

Non-Qualified moving expenses include the cost of meals, travel (including lodging) for house 
hunting trips, temporary lodging, and costs associated with residence sale, lease, or purchase. 
Non-Qualified moving expenses reimbursed by employers are treated as additional 
compensation, subject to federal, social security and state tax withholdings. 

POLICY 

It is the policy of Ouachita Baptist University to permit the reimbursement of relocation 
expenses for new employees according to the schedule below. Both qualified and non-qualified 
expenses may be reimbursed, however, non-qualified expenses will be included as taxable 
wages for the employee.  A reimbursement request form must be submitted.  

Local Moves: No moving allowance will be granted for moves within a 40-mile radius of 
Arkadelphia. 

Full-time faculty and contract administrative/staff positions:  

From 40- to 500-mile radius of Arkadelphia – Up to $3,000 may be reimbursed for qualified 
and non-qualified expenses 

Greater than 500-mile radius of Arkadelphia – Up to $4,000 may be reimbursed for qualified 
and non-qualified expenses 

One-year faculty appointments:  

Up to $1,500 for moves outside a 40-mile radius of Arkadelphia may be reimbursed 
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Relocation expense reimbursement is not guaranteed; rather it is paid at the discretion of the 
hiring dean or vice president. All reimbursement amounts within the above ranges are to be 
negotiated by the hiring dean or Vice President for Academic Affairs for faculty members and 
the appropriate vice president for administrative/staff appointments. Any exceptions must be 
approved in advance by the President. The appropriate vice president must provide funds to 
supplement the Moving Expense budget for any approved exceptions exceeding the above 
limits. 

Professional vs. Self-Move:  

Employees who have been approved to receive a relocation expense reimbursement may 
choose to utilize a professional moving company or self-move. If a moving company is used, 
two quotes must be obtained from qualified providers. Employees may choose to use any 
company but only the cost of the lowest bidder will be reimbursed. 

Employees may choose to move their household goods without the assistance of a professional 
moving company. If so, the employee may receive reimbursement for the cost of a rental van 
and/or trailer, packing supplies and related costs. In addition, the employee may receive 
payment of one-half the difference between self-moving costs and professional moving costs 
(determined as stated above). Such payments would be included as taxable wages on the 
employees Form W-2.  

Qualified Moving Expenses: 

Time and distance tests must be satisfied to determine whether moving expense reimbursements 
are qualified as non-taxable 

Related to the start of work – The move must occur within 12 months of the first day the 
employee reported to work. 

Distance test - The move will meet the distance test if your new main job location is at 
least 50 miles farther from your former home than your old main job location was from 
your former home. For example, if your old main job location was 3 miles from your 
former home, your new main job location must be at least 53 miles from that former 
home. 

Expenses for meals, house hunting trips prior to the actual move, temporary living expenses at 
new location, costs associated with selling old residence/ending a lease, or purchasing new 
residence/acquiring new lease are not qualified. Such expenses may be reimbursed.  

The cost of one trip (one way) per person in the household may be included. If travel is by car, 
gas and oil expenses (but not repairs, depreciation, maintenance or insurance) may be claimed. 



 

An alternate approach is to claim mileage computed at the prescribed federal rate (subject to 
change annually). The route taken must be the most direct one. 

 


